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INSTRUCTIONS FOR PROJECT SUBMITTAL

PROJECT INFORMATION

NAME: Subdivision Name/Plan of Development, etc.

ADDRESS: Site address, assessor’s parcel number, and suite number
PROPOSED USE: i.e. single-family residence, office, medical office retail, school, restaurant, office/warehouse,

carport, manufacturing, 68 unit apartment, 72 unit hotel, etc.

EXISTING ZONING: Zoning at time of application
LEGAL DESCRIPTION: Provide complete Legal Description of property on which permitted work will be done. If legal

description is too long for space provided, attach a separate sheet with legal description.

APPLICANT/OWNER INFORMATION

Name, address, e-mail, telephone and FAX number of individual to be contacted for questions/corrections and notification
of project status.

Applicant/Owner information AND signature of Applicant required on all submittals.

DESCRIPTION OF WORK

PLANNING: i.e. site plan review, Design Review, signs, Board of Adjustment, Zoning/Rezoning, PADs, Subdivision/Condo,
Development Plan, General Plan Amendment, etc.

BUILDING: i.e. interior remodel, addition to existing residence, prefabricated carport, construction due to fire damage, conversion
of existing office to sales, conversion of garage or carport to living space, relocated building, revisions of an active permit, etc.

Classes of work include:

NEW

A/A
T.L
wB
AFES
RES
POOL
DEMO

OTHER

MEP
NTC

all new non-residential buildings (multi-family, office, industrial, assembly, retail, other commercial etc.). All
new construction must be further identified as ‘Complete’, ‘Prelease’ or ‘Basic’ type buildings. Upon final
inspection approval ‘Complete’ buildings will receive a Certificate of Occupancy. ‘Prelease’ and ‘Basic’
buildings are shell buildings resulting in the issuance of a ‘Letter of Compliance’ with Certificate of Occu-
pancies issued at the time of tenant build-out

additions or alterations to an existing building that increases floor area or requires structural review.
tenant improvement work - no increase in floor area and no structural work.

tenant improvement without certificate of occupancy.

automatic fire extinguishing systems.”

all work (new, remodel, additions, etc.) relating to one and two family dwellings.

swimming pools

this type of permit covers the demolition of an entire building and is not issued for demolition associated
with interior work. Interior demolition work is covered under the building permit. Demolitions resulting from
unauthorized construction (work done without permits) will require demolition permits.

that work which does not fit into any of the above categories, i.e. mobile homes, factory built buildings,
retaining walls, prefabricated metal parking structures, relocated buidings, etc.

application is for mechanical, electrical, or plumbing work only.

citation issued for doing any work above requiring a permit. NTC requires the addition of an investigation
fee to the permit fees. May also apply to variance applications.

ENGINEERING: on-site, storm water retention, refuse enclosures, curb cuts, etc
FIRE: installation of fuel tanks, spray paint booths, review of hazardous material forms, dust collection systems, etc.



